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ProCharter Tours - Splitting a Package Booking

Note: Before you split a booking you should find out which pax are to be split off and which

vouchers have been used.

1. Load the existing booking as normal

2.

Johnson is 990)
3.

upgrades, reference numbers etc
4,

move (eg. 990, Bob Johnson).

Record the Pax ID numbers that you want to move (eg. Gretchen Smith is 908, Bob
Create a new booking on the same run for the split pax with the same agent, same

On the Guest Details tab hit the Find Pax button (Ctrl+F3) and find the Guest you want to

Run Details [Cruise N Dive: 20/11/2005 00:00 to 20/11/2005 23:59]

Repotts
_ b Booking Details
Daily [1915] & ’ . e
Cruise N Dive departs Sun 20/11/2008 0000 and. Edit | | 150 R (Bl e s St 0
returns Sun 2041142005 22:59. Main Contact: ¥| Smith. Gretchen Hew
+ Fhaone: Email: @
| Crew . 2 2 =
— ﬁeneral] Ticket Info  Guest Details ] Serglces] Payments ] Eustnm]
i [Booking Mame [# Pax[Price['wDH] | Save
53 Srmith 2 1080 HELD m [Hame [Fhone  [Ticket |
908 Smith, Gretchen &<
950 Johnsan, Bob LDelete
Details l Other ] Custom] Count z hl[.: ﬁ( w Cn_eate
Children
|Smilh |Gretchen |
Sumame Given Mame Desig  Ticket rﬁs’
| | El
| State @‘
| | | j Accom
Address Post Code  Country Mouchers
, Email | %
I e — =)
Add | Lk (O Phore 1: %] Credi
Total Pax Count: | 2 Available Pax Count: | 95 | Diivers Licen: v | |oakeS7021 &
Phato [D Type Phato [D Comments Emmel
2D Codl Dingo $102 30 CoolDingo $187 % History
Dray Open *Water Course $32 444 Sleep in Style Dom $40 7 | |T_|Date [Mote | (]
124 Sleep in Style Double $55 44 Stargazer $0
Day Open Water Course $6: Cape Trib 'Go Troppo' $125 7 ) 53

5. There should now be an extra pax on the booking, change the main contact from the
default contact (Johnson) to the added Pax (Johnson, Bob) using the drop down
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Run Details [Cruise N Dive: 20/11/2005 00:00 to 20/11/2005 23:59] (=)
Repotts
Daily [1915] & gUﬁk'ng D;t;'f e
Cruise N Dive depatts Sun 20/11/2005 00:00 and  Edt et 2 Jennson 0
returns Sun 20/11/2005 23:59, Main Conta s
+ Phone: Ernail: @ =
C
| = ﬁeneral] Ticket Info  Guest Details ] Sergices] Payments ] Eustnm] =]
i [Booking Mame [# Pax[Price ['wDH] | Save
533 Smith 2 1080 HELD m [Hame [Fhone  [Ticket |
534 Johnsan 1 540 HELD 90 Johrmon, Bob ®
a91 Johnson LDelete
C 2 [ g ] < kel
Details l Other ] Custom] ot | b Create
— — Children
|JUhnsUn |Bub |
Sumame Given Mame Desig  Ticket rﬁs’
| State
<
| | | j Accom
Address Post Code  Country Mouchers
2 Ernail i
e P | 2
Add | Lk (O Phore 1: %] Credi
Total Pax Count: | 3 Available Pax Count: | 97 | j | &
Phato [D Type Phato [D Comments Emmel
2D Codl Dingo $102 30 CoolDingo $187 % History
Dray Open *Water Course $32 444 Sleep in Style Dom $40 7 | |T_|Date [Mote | (]
124 Sleep in Style Double $55 44 Stargazer $0
Day Open Water Course $6: Cape Trib 'Go Troppo' $125 7 ) B
6. Hit Save
7. Select the original pax and delete them from the booking
Run Details [Cruise N Dive: 20/11/2005 00:00 to 20/11/2005 23:59] =
Reports
z 2 Booking Details
Daily [1915] & _ : :
Cruise N Dive departs Sun 20/11/2006 00:00and _ Ecit | | ¢ 384 BookingName: Jahnson O
returns Sun 20/11/2005 23:59, tain Contact: ¥| Johnson. Bob New
+ FPhone: Email: @
Ci
‘ = ﬁeneral] Ticket Info  Guest Details l Sergices] Papments ] Eustnm] n
# |Booking Mame [# PaxFrice [wDvH] | Save
533 Srrith 2 1020 HELD # |Narne | Phone | Ticket |
B84 Johnson 1 B4IHELD 3 Bob X
< 991 Johnzon Delete
Dietails lgther] Eustom] Count. 2 Q@@ Create
Children
|J0hnson | |
Sumarne Given MName Desig.  Ticket 'ﬁ’)
| State
&
| | | ﬂ Accom
Address Post Code  Country Wouchers
Email: | %
Searchlng for Cit
Add Llnk Phane 1: %] o
Total Pax Count: Available Pax Count: | j | @
Photo ID Type Photo T Comments Ernail
20 Cool Dingo $102 30 Cool Dingo $187 | History
Dray Open ‘water Courze $32 444 Sleep in Style Dom $40 17— | [T _[Date [Mote | [
114 Sleep in Style Double $55 4xd Stargazer $0
Day Open ' ater Course $8: Cape Trib 'Go Troppa' $125 7 B B

8. If any of the vouchers have been used set the equivalent vouchers in the new booking to
being inactive (so they can’t be used to gain a second tour).
Page 2 of 6

2/6/2007



CLOCKWORK COMPUTING P &

Clockwork Computing User Manual

COperator Vouchers
D |F|ef |Supplier |Descripti0n |EIassT_l,lpe |Ac:tive |F|edeemed —
1.. 1GF223  Palace Pac... Base Cruise'™ Dive Yes Mo Accommodation Vouchers
1... MBNTYR Aussie Adw.. Sailing Kiaha e Ma I I I - Thoies |
1. P3SPLE  Palace Her.. 4xd 44 Starga. Yes Mo E_l5eq|Rel Supplier Redeem. | lssue Date |active |Re
17221 FYRCGB B/12/2005 Yes Mo
17232 GMCAXE EA12/2008 Yes Mo
17243 4UOKST BA2/2005 Yes Mo
17254  UOUPF3 BA12/2005 Yes Mo
4| ‘ i
Woucher Details Voucher Details
|1 552 |N5N TvR 534 ‘1 722 1 |p\,)|:| COEB |534
[] Reference Supplier Ref Date lzzued Booking o Seq Refersnce Date lssued Booking
|Sai|ing ‘Accommodation Woucher 1
Description Drescription
| | | Kiana =] [ Tue E/12/05
Date Start Date  Finish Date  Component Yalue Start Date End Date
Fedemption D etails ‘_
[~ Redesmed |Aussie Adventure Sailing j
= Motes
Supplier
Fedemption Details
| | [Unknown] j |
Date Fed 4 Fedemption T o I~ Redeemed | | j
ate Redesme: edemption Type nvoice Dite Redeemed Supplie
+ n ~ .:er[lesf:lclﬁs_ﬂypgiest[s] 0 (=] T x
Addon|  Save et FRefresh Mew | Manp..| Save Fiedeam Cloze | Bk

9. Save the new booking

10. Load the old booking

11. On Guest Details tab remove the pax which have been moved to the new booking and
Save the booking

12. Apply the operator vouchers for the new number of pax and Save the booking.
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Steps 13-15 are for Deposit Paid bookings only, skip them for Paid in Full bookings

13. For Deposit Paid bookings you should now have a negative amount outstanding on the

Ticket Service.

Run Details [Cruise M Dive: 20/11/2005 00:00 to 20/11/2005 23:59]

BE<

Reports
= 2 Booking D etailz
Daily [1915] & : . e
B Bl i S A S (e | g || (| F2E | 9EE) EREREREGD Sy [
returns Sun 20/11/2005 23:59. ~=—— | Main Contact. ¥| Smith, Gretchen e
+ Phone: Email: @ =
| Crew : . . =
ﬁeneral] Ticket Info] Guest Details  Services l Fayments ] Eustoml
# |Bocking Mame |# Pas Price | WDH] Save
533 Smith 1 540 HELD # [Praduct @by |Price | t¥tanding
584 Jahinzan 1 540 HELD 578 Ticket 1 540.00 -432.00 &<
Delete
Create
Children
Detailz l |E O n ﬁ< g fﬁ;
| Ticket | [540.00 B3| | =
Praduct [ty Price [Paid] [~ @
[Ticket for Baoking [108.00 CH N
MNate Commission [Paid] v —
Sealchlng far: | | |D' oo Eit
Add Llnk [e Date OrderMoucher Mo GST Free(Exempt] [~ “Card
Toatal Pax Count: Available Pax Count: | | j | j
Sales Comm Sales Primary C Sales Secondary C Email
90 Caol Dingg $1 e 0 Cool Dingg $1 a7 : '_ ales Lomm ales rnmary Lrew dles secondary Lrew Hig[ow
Diay Open 'Water Course $32 4x4 Sleep in Style Dom 3407 | [T _|Date [Mate | [
14 Sleep in Style Double $55 4x4 Stargazer $0
Day Open ‘water Courze $62 Cape Trib 'Go Troppo' $125 - & 52

14. Create a negative receipt for the amount on the payments tab and Save the booking
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Run Details [Cruise M Dive: 20/11/2005 00:00 to 20/11/2005 23:59]

Reporks
= : Booking Dretails
Daily [1915] & : . e
o] Bl el S A S MO | g || | 2R RS R Sl O
retumnz Sun 2041122005 2359, —=—— | MainContact ¥| Smith, Gretchen e
+ Phone: Email: @ =
| Cres = = = n
ﬁeneral] Ticket Info] Guest Deta||s] Services Payments ] Eustom]
i |Bocking Mame |# Pas Price  |WDH] Save
533 Smith 1 540 HELD # | Date [Note |
554 Johnzan 1 540 HELD 5 Tue 6412/05 pif <
B7 Tue B/12/05 split boaking Delete
Create
Children
Details ] @ M W |—
[ | Service Cn? | Amount F
Armourt s p |57E: Ticket 432
- o
Payment Type Accom
Wouchers
F. NEN 3
g o apment [ ate
el g split booking LCredit
Add Llnk Card
Toatal Fax Count: Available Pax Count: Mote Total 43200
Email
20 Cool Dinga $102 30 Cool Dingo $187 Histomy
Diay Open 'Water Course $32 454 Sleep in Style Dom $40 7 | [T_|Date [Mate | [
14 Sleep in Style Double $55 424 Stargazer $0
Day Open ‘water Course $62 Cape Trb 'Go Troppo' $125 - & 72
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15. Load the new booking and create a receipt for the same amount and payment type and

Save the booking
Run Details [Cruise N Dive: 20/11/2005 00:00 to 20/11/2005 23:59] (=)
Reporks
= : Booking Dretails
Daily [1915] & : . ,
i) Bl G A TS M0 | g ||| FEE Sk ERERRIND JelTee O
returnz Sun 20411/2005 23:59. tain Contact: ¥| Johnsen, Bob e
+ Phone: Email: @ =
| Crew : : : (=]
— ﬁeneral] Ticket Info] Guest Deta||s] Services Payments ] Eustom]
# |Bocking Mame |# PasPrice  |WDWH] | Save
533 Smith 1 540 HELD # | Date [Note |
584 Johnson 1 540 HELD [ Tue 6/12/05 split booking >
Delete:
Create
Children
Details ] @ M W |—
[ | Service Cn? | Amount F
Amourt s p |B30: Ticket 432
* ) 5
Payment Type Accom
Wouchers
Paypment [ ate
i
Searchlng for split booking LCredit
Add Llnk Card
Toatal Fax Count: Available Pax Count: Mote Total 43200
Email
20 Cool Dinga $102 30 Cool Dingo $187 Histomy
Diay Open 'Water Course $32 454 Sleep in Style Dom $40 7 | [T_|Date [Mate | [
14 Sleep in Style Double $55 424 Stargazer $0
Day Open ‘water Course $62 Cape Trb 'Go Troppo' $125 - & 72

16. Issue the pax in the new booking their vouchers as normal
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